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Boston, Massachusetts 


_Figeal Officer | 


Office of Scientific Research’ 


and aed 
“ 1530 P Street, N. WwW, 
Washington 25, "De Cs 


- Dear Sirs 


_ Ow Approved Fe For Release 2000/08/07 : CIA-RDP81 -00755R0002000300 1 9 
x Y Ser’ Cc O°. Bs TRACTOR 


BY 


‘Date 


In accordance with provision of Article (x) pr 


Contract ‘Number OEMsr-3000, Supplement Number (x), request igs hereby 
made for an advance payment in the amount of $100,000.00 for the 


calendar month of January, 1944, 


The probable actual expenditures for this period are 


as EO IOERS 


Probable Actual 


article and Items of Cost ag Listed 

Paragraph © in Contract Expenditures . 

2(a) (1) Salaries and wages $ 40,000, 00 
2(a) (3) Materials and services 25 1000, 00 om 

2(a) (4) Overhead 10, 009, 00 

2(d) (6) Travel . 4000.00 

Ete. - ag listea 21,000.00 

Total $100,000. 00 


"Your prompt approval. of this request will be Se eeneteas 
oe will be in accordance with terms of the. contract. 
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Yours Very truly, 
Rey Ye oZ - Contractor 
Per Soe ee Sn 
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SEECIAL Lusaates 108 do couacntns 
Anbepidons “hess ounting Departments: 
SundEor EU PURER RELAKANTON Of ygucrer em, segues 


, ee ‘Recéntly ‘the Comptroller General, ‘of the United States further 
relaxed nornal. vouchering requirements for this Office in connection with 
itemizations. and substantiations of vouchers submitted under our experi- 
mental contracts which are executed on & cost basis, For some time it has 
not been necessary for OSRD contractors to list on vouchers, or furnish 
supporting evident jary ‘substantiation for individual items costing less —_ 
than $50, Now certain additional -requirenents are waived as indicated in 
these revised instructions, . 


iBfPective “imnediagely you may, theretone, ieee at previous 
conflicting -vouchering instructions and prepare Standard Form. Number 1034 
‘Voughers as indicated below, showing still in the usual manner the name and 
address of the contractor, place and date of preparation, general proupings 
of charges under. epelese contract pareorenne relating to costs, with 
appropriate sub- ~totals,. ete. These same nstructions apply. to sub- contract 
ors and suppliers. . sa dliee . 

, "Individual itemt as used in connection re salaries ae wages 
means the amount earned by and peid tovan individual under a particular 
contract during a given pay period, while.the term as nee to materials, 
equipment, eupetiee) ce means any single item of anyt ting. 


I, GENERAL INSTRUCT TONS , : 

A. Vouchers should be submitted monthly tinder each contract, with a 
separate voucher for each different contract. (Supplements are 
considered as parts of the original contracts). ; 


B. Group suspended items under each contract and submit eQain 
vouchers monthly so as to reduce the number of vouchers and thereby 
expédite settlements, Or reclaims may be included in a subsequent 
regular voucher uncer the same contract, 


Ror: "certified True Copy" of a document can’ be sida by simply 
‘typing or stamping on the copy the words "Certified True Copy" 
‘and by having some responsible official sign his name thereunder ‘* 
with a shoying, of his title. 


% 7 2. 


D, The signed oni ginal voucher and the three unsigned | copies required 
should always be furnished. All information except the signatures | 
appearing on the originals should be shown on the copies. Copies 
jof any documents supporting the original voucher should “be furnished 
for at least one copy of the vouclee: but if impossible ‘or imprac- 
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E, Certificat Vions. pequired, are as. follows; 


ets: ecg rae: IE = 
Bric at yee ca BaF if 
\ j s mete Beg ate REF 


The regular certification included on the face of the printed 
voucher form, which should be signed by a responsible official as 
of the contractor whose title should also Ue indicated. 


The following special certification, which should be typed or 
stamped on the reverse side of the original voucher and properly 
Signed as indicated under 1., above and which is to be wéed on 
every voucher Ba of whether it applics in its cntirety: 


ut further cortify | ‘that the personal services and the supplies, 
equipment, materials, ate,., listed hereon were required by and 


‘Were used in the. performance of the work under the contract re-— 


‘ferred to on this voucher and that payments have been made of 
; 411 amounts for which reimbursements are. hereby claimed; that 
‘the amounts claimed for personal services involving part time 
“work, determined from a distribution of wages for the period 


+ 


indicated to be directly chargeable to the United States under 
the provisions of the contract referred to on this voucher, are 
true and correct and that payments of these amounts have been 


made to all employees whose wages are cinded in the distribu- 


tion; that payrolls, procurement records, invoices and requisi- 


tions censerncd will be kept for at least four years, subject to 
“Ingpeetion upon request by authorized representatives of the 


“tnited States Governmont; and that no individual items costing 
' $50. or. more have been included in the sub-totals and totals of 


charges for which no itemizations or-cvidentiary substantiations — -, 
are furnished. " a Sloe 


(Pleseo. eee. ne oe revised certification is different from 
the one pny required), mee 


II, SPECIFIC VOUCHER ING INSTRUCT TONS UNDER EXPERIMENTAL CONTRACTS 


A, Salaries and Wagos 


i. 
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For individual items of $50, and over use (a) or (b) as in- 
dicated below: 


(2) Itemigation pocuired on vouchers if septal. or certi- | é 
oeted true copie of payrolls are not furnished-- 


Ze Nemes or Seyret or clock numbers 

2) Dates or periods and -hours worked 

(3) | Amounts paid to each enployve for services covered 
by this voucher 

(b) Substantiation of vouchers may be accomplished without 
detailed itemization on the vouchers by submission of 
original or certified true copies of payrolls, When 
using this procedure refer on the voucher to the payrolls 
énd list the totel amount. involved as services covered , 
by Epo voucher. 
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Ze Individual items ander $50. 
cs 
eG) Itemization not, required 


(b) Sue Pantration not required 


~ (ce) Simply stow period of ‘time eh acl and the: total of all 
- (ee included : . 
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Le For indiviiiaal itoms of 550. re over use (a) « or ce as indi- 
cated below; 
, 5 t 
; (a) Ttonization Pogtized on qouchers if originals or certified 
true copies oF ‘suppliers! itemized invoices are not furnished-- 


ma ee Haves ae use or aobvied ” ie 
) Names or. identifying numbers of items (Code designa- 
“ tdons when agrced upon) 
Names of suppliérs 
Numbers or quantitics of items er 
) Unit prices sees 
) Amount a cach item froup. covered by the voucher 


(b) dibstentission of vouchers may be acd iid without 
detailed itemization on the vouchers by submission of 
original © or certified true copies of ‘suppliers! “i itemized 
invoices. When using this procedure refer on the vouchers” 
to the supporting documents and list the total amount 

~ involved for items covered ay the VOUGHEES 


as “Individual itens undes $50. 
on Téemization os ee 
(b) Substantiation not required 


“(e) -Simply . ‘show porto’ of timc Bohn a thé tobal of all 
cane included -. = 


ae a i 


Ce “Stock yithdren!ls . 
sae “Individual iténs a $50. and over 


ae Ttomizetion on a aos 
ay ‘Dates of usa 
(2) Names of items 
(3) Unit Prices 
(4) Anount of cach item group covered by the voucher 


Approved ror fibaatdbior oh reer Fbraaro00z00030014 a 7 


BS 


ahh 2 | p | 
Approved For Release 2000/08/07 : CIA-RDP81-00755R000200030001-9 | 


=/ = 


2 Individual items under $50, 


(a) Itemization not required * 
(b) Substantiation not required 
(c) Simply show period of time covered and the tétel of all 
items included 
Dy Travel 
L. ° For all trips, regardless of amounts involved, itemize on the 
-vouchers, or on contractors! special forms, in accordance with 
‘contract provisions and as indicatcd by (a) or (6), below: 
(a) Actual expense basis < 
(1) ‘Names of 4Sravelers 
(2) Dates or poriods of travel 
(3) Points between which travel was performed 
(4) Transportation costs, with indication of mode of 
trave] (Train, automobile, etc, - when by automobile 
give mileage) 
(5) Cost of lodgings 
(6) Cost of meals 
(7) Cost of taxis, tips and incidentals (Entertainment 
items not allowable) : 
(§) Total cost — | : 
(b) Per diom basis — w 


De tie ot of frayelors 
-.{2) Dates or periods of travel 
a) Points betywesn which travel was performed 
(4) Transportation costs, with indication of mode of 
travel (Train, automobile , On - ange by automobile 
, ‘give mileage) 
> -(5) Hours of departure and nineinr ae beginning and end 
"nee > ' of trips 
(6) Per diom cost . 
(7) Total cost 


iat ao 
“The General Accounting Office has Bilonce ‘this unusual relaxation 
on the basis of the special certifications by you, supplemented by special 
ones required from us, and we must.all justify this confidence by- carefully 
protecting the interests of the Government. Pleasc remember that «11 expend- 
itures under contracts must be necessary and reasonable and that tho Goneral 
i Accounting Office has the lepal right to verify all expenditures made by you 
from an examination of your books and records, 


I hope Hee this ercatly simplified vouchering ae es will - 
solve most of your problems and that it will result in fewer suspensions 
> and Faster settlements of ge SEC CEE tes 


oe , ae . cz. oe He. G, Cruikshank 
. - os.)  Phgoal Officer 
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